HEREFORDSHIRE AND LUDLOW COLLEGE 
Job Description

 COUNSELLING LECTURER 
FACULTY 


Community Studies
RESPONSIBLE TO 

Team Leader  

JOB PURPOSE

All tutors are required to carry out organisational and administrative duties which will include the preparation of work, marking and assessment, student welfare and counseling.  Tutors are required to fully support and participate in College activities which help to achieve the College’s mission and objectives.

HLNSC is committed to equality of opportunity, safeguarding including the Prevent Duty and promoting the welfare of all learners and expects all members of staff to share this commitment.

MAIN DUTIES AND RESPONSIBILITIES

A flexible approach is required to the job as change may be necessary within the scope of the post.

1.
Teaching Responsibilities

· to create a learning environment and assist students/trainees in achieving successful outcomes

· to develop students/trainees knowledge and understanding and assess their competence and application of skills

· to guide and counsel students whenever necessary and to maintain a pastoral care role

· organise teaching and timetabling of courses

· to maintain a safe working environment

2.
Organisational and Administrative Responsibilities

· to prepare learning opportunities and assignments to achieve the required outcomes and meet programme objectives

· to maintain appropriate records as required 

· to contribute towards internal quality assurance processes, as proportional to your role

· contact and interview all applicants for all courses
· to assist with student recruitment and career guidance 

· run selection and information days for courses
· to act as personal tutor to a group of students

· liaise closely with Admissions, MIS and Finance

· liaise with Awarding Bodies

· organise and liaise External Verifier (EV) visits

3.
Curriculum Development
· to assist with the planning, development and evaluation of a framework for learning

· to assist in the development and evaluation of appropriate and relevant learning materials

· to develop and maintain links with external agencies, such as industry, awarding bodies and schools
4.  Staff Development, Safeguarding, Health and Safety and Equality and Diversity

· to participate in skills updating to meet identified institutional, industrial or personal needs

· to attend College Staff Development Days 

· to participate in the staff appraisal scheme

· to adhere to all College policies and in particular those covering health and safety matters
· to adhere to College Safeguarding and Equality and Diversity policies and procedures

5.
Research and Consultancy

· to participate in the development of research and/or consultancy contracts to meet agreed objectives of benefit to the College

Person Specification

Essential 
· Teaching qualification or a commitment to work towards this.  
· A minimum Level 2 qualification in literacy and numeracy  
· Practicing counsellor with recognised qualification (registered with a relevant professional body such as BACP or NCS)
· Level 5 or above qualification in Counselling 

 
Desirable 
 
· A level 3 qualification in literacy and numeracy  
· A level 2 qualification in IT 
· Masters qualification 
